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Experience:  2/87 to Present Internal Revenue Service
4800 Buford Hwy
Chamblee, GA 30341

Personnel Action Clerk 10/97 to 4/99.

Input information from the SF-50

Determining whether employee was eligibility for health care benefits
Determine when employee were entitle for a within grade due to Iwop
Making sure employee fingerprints had'a signature

Reviewing employee service computation date

(Lead) Civilian Pay Technician 4/92 to 10/97

e Answer complex questions
o Traveling to different RS office (instate and outstate) teaching basic payroll
o  Preparing employees performance appraisal
o Leave bank coordinator -
e Apply the rules and regulations
1. In lieu of holiday for compressed work schedule
2 Annual and sick leave -
3. Administrative leave
4. Sunday premium, night differential, holiday, compensatory time, credit hours
5. Part-time employees
6. Full-time employees
7 Wage grade
8. FECA (Federal Employee Compensation Act)
9. FLSA (Fair Labor Standard Act)

Civilian Pay Technician 7/87 to 4/91

Answer complex questions

Leave bank coordinator

Apply the rules and regulations

In lieu of holiday for compressed work schedule
Annual and sick leave

Administrative leave

Sunday premium, night differential, holiday, compensatory time and credit hours
Part-time employees

Full-time employces

Wage grade

FECA (Federal Employee Compensation Act)
FLSA (Fair Labor Standard Act)

PENOMBWN—.

This is an ‘official’ document generated from the eOPF s_ystem.'




Data Transcriber 5/87 to 6/87

e o & o

Transcribe or verified both alphabetic and numeric data from high volume
Entered information from tax retumns

Determine final accuracy of the data before inputting into the system

I was able to correct code and edit errors (such as processing documents
long or short entities, correcting major city codes or spelling of cities,

and illegible remittance amounts)

Knowledge knowing the different type of tax returns

Mail Processing Equipment 2/87 to 5/87

This is an ‘official’ document generated from the eOPF system..f« '

Set up machine for operation making routine adjustments to operate
and feed mechanisms:

Insures the proper documents are being inserted according to job order
Performs such maintenance duties as cleaning and oiling machines
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You may apply for mostjobs with s.resuma, this form, or other writien format. i your resume of appeRuon doas not provide sl the
Information requested on this form and In the job vacancy snnouncemant, you may lose consideration for a job.

1 JF o In announcamant \ q Y4 o(oéo ?-I
P ¥ 57 vi(:?eo /)nefT st QF:GF&T»B!TZGW 3 'S Sodal S
Kirkland } Adrdenne Yvett

WORK EXPERIENCE , , =
8 Describe your pald and nonpald work experience related to the job for which you are applying. Do not attach job descriptions,

% “Job tile (H Federal, Include sedes and grade)
) Personnol Clerk GS-203-5

From pawyy) To (v Salary per Rours per week
1097 4199 $ 40 .
Employers name and 8ddross z SUperVisor's NaMa and phone NUmber
Intemna! Revenue Service Palge Goss
401 W. P_aacmroo Streot ( 404 ) 338-7250
Describe your duties and accomplishments

I seroon lncoming work, identify and help resotve discrepancies and errors. | mainlain refetence materials and

complios reports. | also maintain control records for correspondonce and work assignments, establish and follow up
on suspense date. | assist glassifior in finding reforence materials and create a log book for abolish positon.

z)m (A Federal, Include seres and grade)

" From pawYY) To o s‘s"lm'y per Hours per week
Employers name and address Supervisors name and phone number
( )
Describe your duties and acoomplishments i
.

GENERAL INFORMATION g 7 b | e s e
You may spply for most Fegersl jobe with § resumae, the attached Optiona/ A for Federsl Employ or other written formatl. M your resume o sppicadton doss Aot
provide sl The Information reauesiad on TV form and in the Job vacancy snnouncement, you May Dee COnaoenion for 8 Jod. TyDe of prind Clearly In dark ink. Help spsed he
24265000 OGS Dy Reaging YOur 8ppAcation bried 8nd sendng orvy the requesisd information. If essendal o TN 6094, Include your nama and Sockel Securty
Numder on S8ch pege.
® Forln on Feden employ

ARG Job 53, stematve formats kr penons win disabies. and velernrs’ prefersnce, cal T U.S, Ofice of Peiormel

Mansgement 3t $12-757-3000, TDO $12.744- 2299, by comouter modem §12-T57-3100, or vis e intamael st Mip /Awww.uesjobe.opm. gov.
lywMmmmhhwmmwmwmmmwmhmbw'm Yo receive .

B proference € your sarvice began sfar Ociober 15, 1976, you must have & Campeion Badoe, Expeditionary Medal, of 3 senice-connwcied Gasbilty. Velarans' prefersnce
hmuwus«anmsmmum,mnm»numwnuummcwmlmm).

Most Fecernl jobe requine Unied Siates cizensio and siso Tt males over 300 19 bom sfier Cecamber 31, 1959, have registered with the Selective Service System of
have an axemption. g

8 The lew prohidits pubic oficals from RpoINDNg, Pr Q.0 g .
F aderal savudanes (military and civiian) may harve thee talenes of anvwuOes rduced. Al BTDIOYSeE MUSt DIy Sy VLS Selinquant dedcs or T 3genCy mey Qamesh thes
sy,

Mﬁ;lwhuu!hneﬂmmmnm. ¥ yow have Quesddnd, COntact hat ofice.

THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER
Orgiml g Auoe Agoos, LSOM Aor T
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9 My we contact your aurent suparvisar?
YES[ /] NO[ 1> fwensed i contectyour cumms mopervieor burs ialng an o we o cortact you et

EDUCATION

10 Mark highest evel corpieted.  Some HS[ | HIVGED([ ].Associste { ] Bachelor { ] Master [ ] Doctorsd | 1

49 Last Ngh schoal (HS) or GED schocl. Give the schocl's name, city, Stats, ZIP Code (T known), and yesr digloma of GED received.
Columbia Hizh School Decatur, Ga 30032 06/84

42 Coleges and universities siended. Do not attach 8 copy of your renacrcl uniess requested.

Neme " Tetal Croche Eamed Major(s) - ODsgroe  Yoeur
Clark College [ Sereer] Gurwr | Accounting (Many) Recaived
" o DPCae
Aianta . ] GA 10 &
Stitman College General Studies
Tuscaloosa | AL "
n
|
OTHER QUALIFICATIONS
43 Job-relsted taining courses (glve e and year). Job-relatad shils (ODer LANGUIDEI, COMPLLEE SOfwarahardwar, 1ools, machinery, typing speed.
ote. Job-related carvficates and Ecenses (curment ondy). honoes, swards, and special sccomplishymants (publications, mamberstics in
professionsihonot clet Mmmmmmmmmummwwmw

Job rolating courses: Basic Classification 2000 Secrotarial CPE 1998 Personnel Processing Training 1995
Basic Instructor Class 1952

wm: Basic Sign Language 1992
] unmmmmwmmmm.wmmmo«

Job relating certified: National Office Instructor Cadre 1992

Job rolating awards: Ten Years of Service 1997 Quakty Step Incroase 1995 & 1892 %
Sitvor Award 1991 Manager's Award 1991 & 1989

GENERAL
14 Are you a US, Glizen?

R - oo

15 Do you claim velerans' preference? —:n“:mdscwmm-
spoincs [ ]Azschyos COTIM rcomrprool 10 peints " A o 10-Poie Vetwrans' Prodersnce (SF 15) end procd requred.

16 Weore you ever 8 Federsl civilan erployee? Sess Graoe Fromaasry)  Teservn
NO[ ] YES [ ]» Forhgpeiovien oace pvec 203 108 . 492 | Now
17 Ave you sigibie kr reinsiatement based on Carser of Carser-conditonal Federal stalus? 3
NO[ ] YES[ 1> ¥reaseend sachSF 50 proot
APPLICANT CERTIFICATION

18|Mmbumdwmnw.-dnmmmnmuuwmnmmm
and made in good L. lwuwuwmmumbuwmhmumm ¥

mauMMMImﬂmmuMwmuw 1 understand that any infarmation | give mey be

TlennH YA T oo




Knowledge, Skills and Ability

1. Knowledge of staffing and classification procedures, policy and regulations.

-

I have the basic knowledge for position classification. Classification is using the Family
Series 200. Classification has the General Schedule and Wage Grade Schedule.

There are nine factors when you are classifying a position.
Factor 1 Knowledge required by the position

Factor 2 Supervisory Controls

Factor 3 Guidelines .
Factor4  Complexity
Factor5 Scope & Effect
Factor6  Personal Contacts

Factor7  Purpose of Contacts

Factor8  Physical Demands -
Factor9 Work Environment

Management in our office has delegating authority.

2. Knowledge of personnel actions, processing rules and procedures.

My past position as a Personnel Actions Clerk for the Internal Revenue Service; I processed
several nature of action codes with authority codes. The rules and regulations manual the -
Internal Revenue Service uses the Federal Personnel Management book.

100 Career or Career Conditional depending of their appointment
500 Career of Career Conditional depending of their appointment
117 Summer Appointment NTE (date)

517 Conv to Summer Appointment NTE (date)

702 Promotion

703 Promotion NTE (date)

520 Reassignment

Al health insurance, life insurance, thrift saving plan and incentive awards are paying document.

To add a newbomn to your health insurance the effective dates the birth of the baby. If you like to
cancel your health insurance the effective date is the next pay period. To change to a different .
health carrier is only during open season. Only riew enrollees have the option of the life
insurance plan. During the open season for FELGLI changes can be made.

This is an ‘official’ document generated from the eOPF system. k1




Thrift savings plan has contribution rules for FERS and CSRS employees, open season dates.and
election period dates.

FERS employee’s agency automatic contributes 1%. Employee can contributes.10% of basic pay
maximum, IRS elective yearly deferral limit and always veésted.

-

CSRS employee contributions 5% of basic pay maximum and always vested no agency automatic
1% contributions and no matching contribution.

OPEN SEASONS ELECTION PERIOD EFFECTIVE

.May 15-July 31 July 1-July 31 First full pay period

Nov 13-Jan 31 Jan.1- Jan 31 First full pay period in Jan

3. 1used the FPM (Federal Personnel Management) to use in processing actions, IRM (Internal
Revenue Manual)'to and questions pertaining to time and attendance and the GS (Graduate
School, USDA) for the rules and regulation with classification.

4. Skill in oral communication.
I dealt with customer service on a daily basic either by e-mail or just talking to them on the

telephone. Customer’s request for aposition description to be faxed or e-mail to them. 1
received numerous call from customers and management giving them great customer service.

This is an ‘official’ document generated from the eOPF system.






